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RECORDS OFFICER MONTHLY REPORT
FOR
AUGUST 1961

Completed Projects: T !

 GENERAL L
Meetings on Records Management in the Office of Security: %\

25X1

DD, O/S

DD/PPS General introduction (invited to address }
staf{ meeting} '

D/SRS General introduction

C/PhySec General introd;uction

C/PSD General introduction

SA/ES General in.ﬁroducﬁon

C/AAS Discussion of: completed inventory: of ofﬂci
files

C/A&TS General intrﬁducéibn

C/SRD Equxpment and’ Procedutes (5 izems obta;xne o
for teating)

C/EAB . | Over-soag Epmy_s,:ij_ c

C/TrngBr  Gene ril 0 / S brieﬂng L

C/LogBr.

bDP/RMO

RI/Trng Brieﬂng oz: |

RMS " Dispoaiﬁ,on ofA:(Schrono file o

secreT 1

Meeting on Automalion in O/8 (‘B present)
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 RECORDS DISPOSITION

Retired to Center »

16

16

This disposal of 126 feet of records equals the emptying oI_}_&}_ safes worth $6,000.
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OFFICE
'DD/PPS
~C/IRD

~ C/SRD

C/SRS

EQUIPMENT and PROCEDURES

Dcaﬁ:ozed
CU.FT.

30
20
6

4

1. Approved issue of 6 pleces of records equipment:

2 Safes ~ New Building -~ Gate 1 and Receptionist,

2 vCabin‘etl - IRD -~ Replaces Kardex Safe

2 Rota.ry Indexes - ATS -~ New Files

2. Delives

-

: CIA-RDP70-00211R000800120042-3

- OFFICE

SRD
NSO
A&TS Pers

ALTS Log

New installations.,

dk\to SRD'5 pleces of sorting oquipment Ior testing.

3. Deliirer'ed to SRD draft and chart of new case control procedures.

4. Completed inventory of AAS files as requested by|

FORMS MANAGEMENT

1. Approvcd reprint of O/S Form 1125-A and 640-B.

2. Helped SRD design new form for testing.

25X1 . 3, Senl

WH a lupply of O/S Forms 444d

I
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Current Proje.'s

Survey of Recurring Reports.

Revision Ioi O/S Form 879, Outside Activities Request. ;-’
Help select equipment for SRD.

Retire old photos from Badge Office {over 300 feel).

Assist in purging of files in VA&TS, Personrel Seciior, -
Arrange orientation meetings with officials in IOS and IRD.
Draft announcement of Records Oficer and Program in O/S,
Finish purging of AAS files and indexing procedures.

Allend one-week course on Aulornaiic Data Pr ocessing.

Inventory of total records holdings in O/S.

Records Officer, Oflize of Security

) ‘ \
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